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Introduction 
Welcome 


Welcome to Colorado Hospitality. We're excited to have you on our team! What was once a small 
business with a handful of hotels in Denver, Colorado, has grown to a company with over 50 hotels and 
retail locations across 5 states! We've expanded a lot over the years and we're ready for the next steps 
in our journey. We're glad you're part of the Colorado Hospitality team. 


Employee Handbook 


This Employee Handbook (“Handbook”) is designed to summarize certain personnel policies and 
benefits of Colorado Hospitality (the “Company”) and to acquaint employees with many of the rules 
concerning employment with the Company. This Handbook applies to all employees, and compliance 
with the Company's policies is a condition of employment. This Handbook supersedes all previous 
employee policies, written and oral, express and implied. The Company reserves the right to modify, 
rescind, delete, or add to provisions of this Handbook from time to time in its sole and absolute 
discretion. 


Employment-At-Will 


Employment with the Company is on an at-will basis, unless otherwise specified in a written 
employment agreement. You are free to resign at any time, for any reason, with or without notice. 
Similarly, the Company is free to conclude the employment relationship at any time for any lawful 
reason, with or without cause, and with or without notice. 


Employment Policies 
Employee Classifications 
The following terms are used to describe employees and their employment status: 


Nonexempt Employees — Employees whose positions do not meet specific tests established by 
the Federal Labor Standards Act (“FLSA”) and state laws. All employees who are covered by the 
federal or state minimum wage and overtime laws are considered nonexempt. Employees 
working in nonexempt jobs are entitled to be paid at least the minimum wage per hour and a 
premium for overtime. 


Exempt Employees — Employees whose positions meet specific tests established by the FLSA 
and Colorado state law. Exempt employees are not subject to the minimum wage and overtime 
laws. 


Full-Time Employees — Employees who are not temporary employees, independent contractors, 
or independent consultants and who are regularly scheduled to work a schedule of 32 hours per 
work week. Full time employees are generally eligible for all benefits. 


Part-Time Employees — Employees who are not temporary employees, independent 
contractors, or independent consultants and who are regularly scheduled to work less than 32 
hours per work week. Part-Time employees may be eligible for some benefits. 


Temporary Employees — Employees who are hired as interim replacements to temporarily 
supplement the workforce or to assist in the completion of a specific project. Temporary 
employees will not receive any benefits unless specifically authorized in writing. 


Independent Contractor or Consultant — These individuals are not employees of the Company 
and are self-employed. An independent contractor or consultant is engaged to perform a task 
according to his/her own methods and is subject to control and direction only as to the results 
to be accomplished. Independent contractors or consultants are not entitled to benefits. 


Each employee will be advised of their status at the time of hire and any future changes in status. 
Equal Employment Opportunity & Americans with Disabilities Act 


It is the policy of the Company to provide equal employment opportunities to all employees and 
employment applicants without regard to unlawful consideration of race, religion, creed, color, national 
origin, sex, pregnancy, sexual orientation, gender, identity, age, ancestry, physical or mental disability, 
genetic information, marital status or any other classification protected by the applicable local, state or 
federal laws. This policy prohibits unlawful discrimination based on the perception that anyone has any 
of those characteristics, or is associated with a person who has or is perceived as having any of those 
characteristics. 


The Company expects all employees to support our equal employment opportunity policy. 


Moreover, in compliance with the Americans with Disabilities Act (ADA), the Company provides 
reasonable accommodations to qualified individuals with disabilities to the fullest extend required by 
law. The Company may require medical certification of both the disability and the need for 
accommodation. 


Background Checks 


The Company may conduct a background check on any applicant or employee with their signed consent. 
The background check may consist of prior employment verification, reference checks, education 
confirmation, criminal background, credit history, or other information, as permitted by law. Third-party 
services may be hired to perform these checks. All offers of employment and continued employment are 
contingent upon a satisfactory background check. 


Confidentiality 


In the course of employment with the Company, employees may have access to “Confidential 
Information” regarding the Company, which may include its business strategy, future plans, financial 
information, contracts, suppliers, customers, personnel information or other information that the 
Company considers proprietary and confidential. 


Conflict of Interest 


A conflict of interest arises when an employee engages in an activity that could be detrimental to the 
Company or contradicts the Company’s goals and business practices. Conflicts of interest can put the 
Company's reputation at risk. Whether intentional or not, conflicts of interest should be avoided at all 
costs. 


Employment of Minors 


The FLSA's child labor provisions, which the Company strictly adheres to, are designed to protect the 
educational opportunities of youth and prohibit their employment in jobs that are detrimental to their 
health and safety. Generally speaking, the FLSA sets the minimum age for employment, restricts the 
hours of youth under the age of 16 may work, and prohibits youth under the age of 18 from being 
employed in hazardous occupations. In addition, the FLSA establishes subminimum wage standards to 
certain employees who are less than 20 years of age, full-time students, student learners, apprentices, 
and work with disabilities. 


Employment of Relatives and Friends 


The Company recognizes that the employment of relatives and friends can cause problems related to 
supervision, safety, security or morale, or create conflicts of interests that disrupt the Company's 
operations. When the Company determines any of these problems could be present, it will decline to 
hire an individual to work at the same property as a relative or friend. 


If present employees become relatives during employment, the Company should be notified so that we 
may determine whether a problem exists. If the Company determines that such a problem exists, the 
Company will take appropriate steps to resolve the problem, which may include reassignment of one 
relative to another property (if feasible) or asking for the resignation of one of the relatives. 


Introductory Period 


The first 90 days of employment are considered an introductory period for all newly hired employees. 
During this time, employees will learn their new responsibilities, get acquainted with fellow employees, 
and determine if they feel the Company is a good fit. Also, during this time, management will determine 
if they feel the employee is a good fit. 


Requested time off during the introductory period must be agreed upon in advance of hiring by the 
employee and management. Any requested time off during the introductory period, not agreed upon 
before hiring, is not guaranteed to be approved. Approval is at the discretion of management based on 
the property's needs. 


Personnel Records and Employee References 


The Company maintains a personnel file and payroll records for each employee as required by law. 
Personnel files and payroll records are the property of the Company and may not be removed from 
Company premises. Because personnel files and payroll records are confidential, access to the records is 
restricted. Disclosure of personnel information to outside sources will be limited. However, the 
Company will cooperate with requests from authorized law enforcement or local, state, or federal 
agencies conducting official investigations and as otherwise legally required. 


No copies of an employee's documents may be made, with the exception of documents that the 
employee has previously signed. 


Job Transfers 


The Company aspires to promote qualified internal candidates to fill open positions whenever possible 
and practical. When job openings occur, current employees are encouraged to apply. 


Management reserves the right to place an employee in whatever job it deems useful or necessary. All 
job transfers, reassignments, promotions, or lateral transfers are at the discretion of the Company. 


Privacy 


The Company is respectful of employee privacy. All employee demographic and personal information 
will be shared only as required in the normal course of business. Healthcare enrollment information is 
kept in a separate folder from other human resources forms. Workers” Compensation information is not 
considered private healthcare information; however, this information will be released only on a need-to- 
know basis. 


The Company does not make or receive any private healthcare information through the course of 
normal work. If any employee voluntarily shares private healthcare information with a member of 
management, this information will be kept confidential. The Company will not retaliate or discriminate 
against any employees medical or healthcare information. The Company will provide reasonable 
accommodations, as mandated by the Americans with Disabilities Act, to any employee who choses to 
disclose their medical or healthcare information, as necessary. 


Immigration Law Compliance 


In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition 
of employment, must complete the Employment Eligibility Verification Form l-9 on the date of hire and 
present documentation establishing identity and employment eligibility within three business days of 
the date of hire. 


Political Neutrality 


The Company will not discriminate against any employee because of identification with and support of 
any lawful political activity. If an employee is engaging in political activity, they should make it clear that 
their opinions are not necessarily those of the Company, and that they are not representing the 
Company. While the Company supports the right of every employee to practice lawful political activities 
outside of work, in order to create a workspace that is safe for all employees, politics may not be 
discussed in the workplace or while on company time. 


Hours of Work and Payroll Practices 
Exempt Employee Hours 


Exempt employees are expected to work a minimum of 45 hours per week. They are required to use a 
timeclock to punch in and out for record keeping purposes, which is done with a fingerprint. It is 
important to note that exempt employees will not be be paid overtime for working more than 45 hours 
or have their pay reduced for working less than 45 hours per week. The sole purpose of the punches is 
to keep track of their work hours. 


Pay Periods and Paydays 


Employees are paid every other Friday. All employees are paid by direct deposit on the above- 
mentioned payday. If regular payday falls on a weekend or holiday, employees will be paid on the last 
business day before the holiday and/or weekend. 


Overtime 
Non-exempt employees will be paid in accordance with federal and state law. 


Employees should not exceed 40 hours per week. Should the Company find it necessary to employ an 
employee in excess of these standards, overtime hours shall be compensated at the rate of 1.5 times the 
rate of regular pay. 


Employees under 18 years of age may not work more than 8 hours daily or 40 hours in a week. See 
state laws or Human Resources for hiring minors. 


Employees are required to work overtime when assigned. Any overtime worked must be authorized by 
Sharjeel Hassan, Wanda Franklin, Kelsey Houser, or Jordan Anderson in advance. 


Pay rates 


Base pay rates are the same every day of the week. Pay rates do not increase on weekends. Overtime is 
the only pay rate increase. To avoid workplace disputes, we suggest keeping pay rate information 
private. 


Paid Holidays 


All locations should be open for as many holidays as possible. If staffing cannot be found for the 
following holidays only, the store may be closed: New Year's Day, Thanksgiving, and Christmas Day. 


All employees, hourly and salaried, will be paid time and a half for working on the following holidays: 
New Year's Day, Labor Day, Memorial Day, 4th of July, Thanksgiving, and Christmas Day. 


Paid Time Off (PTO) 


PTO (paid time off) is an important benefit for employees, and it comes with certain guidelines. 
Employees are allowed to carry over unused PTO from one year to the next up to the maximum balance, 
which is determined by years of service. However, any balance exceeding the maximum allowed amount 
will be forfeited on January 1* of the next year. Every year, employees will continue to accumulate PTO 
up to the maximum allowed amount based on years of service. It's important to note that there are no 
exceptions to carry over PTO balances. Employees will move up a bank on January 1% after 1 year of 
service. All employees will start January 1% 2024 at year 0. 


Time off is granted on a first-come, first-serve basis. Some request-off restrictions may apply based on 
the needs of the business. This PTO policy fulfills the requirements of CO sick pay, thus eliminating a 
separate sick pay bank. 


Status Years of Accrual Rate | Annual Max | Annual Max | Max Days to | Reset Date 
Service Hours Days Carry Over 


Temporary | 69 | 0.0962 
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Full-Time / (a | a | 6 | 
Part-Time / 0.0770 nto tio Le | January 1st 


In the event that an employee terminates their employment, they will only be paid for the hours of paid 
time off (PTO) up to the maximum number of hours allowed based on their years of service, as shown in 
the chart below. Any PTO hours beyond the maximum allowed will be forfeited. It is important to note 
that PTO cannot be taken in place of notice. If an employee is discharged or does not give a two weeks’ 
notice and work through it, there will be no payout. The payout for PTO will be included in the 
employee's final paycheck or as soon as administratively possible. In the unfortunate event of an 
employee's death, any accrued PTO will be paid to the employee's legal executor. 


Status Years of Max Hours Max Days 
Service Paid Out Paid Out 
Full-Time/ | 0 | o | o | 


Part-Time / 
Temporary 


Requesting PTO: A request is valid once approved by your manager and must be made in accordance 
with property procedures. PTO time may not be paid in advance nor will payment be made if actual PTO 
has not been taken off. 


Rehires: Rehired employees will accrue at the rehire date and rate. PTO for rehires will begin with a 
zero balance and will accrue based on their rehire or bridge of service date. 


Transfers/Status Change: In the event an employee transfers to another property within the company, 
allaccrued hours will transfer to the new property. All efforts will be made to keep the employee PTO 
whole. 


Leaves of Absence: Employees do not accrue time while out on a leave of absence. 
Exceptions: No exceptions to this policy will be permitted. 

Rest, Meal, and Smoking Periods 

All rest, meal, and smoking periods will be in accordance with state law. 


Nonexempt employees will be provided a 10-minute rest period for each four hours worked. This time is 
counted and paid as time worked. Nonexempt employees working a five hour period are entitled to a 
30-minute unpaid meal period. When an uninterrupted meal period is impractical, the employee shall 
be permitted to consume an “on-duty” meal while performing duties. Employees shall be fully 
compensated for the “on-duty” meal period without any loss of time or compensation. 


Smoking is defined as smoking, vaping, or use of chew. Employees may use their 10-minute rest periods 
and/or 30-minute unpaid meal periods to smoke, in designated smoking sections, if they so choose. 
Additional smoke breaks are not permitted. To maintain a positive exterior impression, no more than 3 
employees may occupy a smoking section at the same time. The Company follows all federal laws, 
including the minimum age for smoking. Employees punched in and/or on the Company's property may 
not smoke under the age of 21. 


Time Clock 
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Exempt and Non-exempt employees are required to keep an accurate and complete record of their 
attendance and hours worked. Non-exempt employees may not clock in more than 5 minutes before 
their scheduled shift and are required to punch out no later than 5 minutes after their scheduled shift, 
unless instructed to do so by a manager. Exempt and Non-exempt employees may not work, in any 
capacity, unless punched in. 


Employees are required to clock in and out for their designated lunch breaks. Alterations or waiving of 
lunch breaks require manager approval. Under no circumstances may the waiver of the lunch period 
result in overtime. 


Employees are only authorized to clock in and out for themselves. Any employee found to have clocked 
in or out for another employee will receive disciplinary action, up to and including possible termination. 


Accurate timekeeping is a federal and state wage and hour requirement. Failure to enter time into the 
timekeeping system in an accurate and timely manner is unacceptable. Should an employee miss an 
entry into the timekeeping system, they must notify their manager as soon as possible. Time cards are 
official business records and may not be altered without the employee's supervisor's approval and may 
not be falsified in any way. 


Payroll Deductions 


Various payroll deductions are made each payday to comply with federal and state laws pertaining to 
taxes and insurance. Deductions will be made for the following: Federal and State Income Tax 
Withholding, Social Security, Medicare, and other items designated by you or required by law (including 
a valid court order). At the start of each calendar year, employees will be supplied with Wage and Tax 
Statement (W-2) form for the prior year. This statement summarizes income and deductions for the 
year. 


Wage Garnishment 


A garnishment is a court order requiring an employer to remit part of an employee's wages to a third 
party to satisfy a just debt. Once the Company receives the legal papers ordering a garnishment, we are 
required by law to continue making deductions from your check until we have withheld the full amount 
or until we receive legal papers from the court to stop the garnishment. Even if you have already paid 
the debt, we still need the legal papers to stop the garnishment. 


Closing the Property 


Sharjeel Hassan, Wanda Franklin, Kelsey Houser, Jordan Anderson, and the owner are the only people 
authorized to close the property outside of its regular hours. Also, ownership and/or the Corporate 
office will never ask you to take money and leave the property unattended. Any employee who closes 
the property without permission may face disciplinary action, which could include termination. 


Standards of Conduct and Employee Performance 
Diversity & Inclusion Policy 


The Company is dedicated to creating and maintaining an atmosphere of diversity and inclusion for all. 
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Company values are important, and are only made better by gathering experiences, knowledge, and 
perspectives of people from all walks of life. We celebrate differences in age, race, ethnicity, national 
origin, religion, physical and mental ability, sexual orientation, gender identity or expression, family and 
marital status, and all the various backgrounds that help shape us all. 


The Company's commitment to diversity applies to hiring practices, promotions, pay and benefits, 
terminations, trainings, teambuilding, and more. Prospective employees and current employees alike 
are expected to treat each other, and be treated, with respect and dignity. We seek to foster an 
environment that promotes: 


e Ahealthy, collaborative, and courteous atmosphere. 

e Engagement from all employees that allows for more varied insights. 

e Adjustability, where appropriate, to allow for an individuals personal needs. 

e Initiatives from the Company and the employees that encourages grown in the community. 


The Company is committed to providing a work environment free of any form of unlawful harassment or 
discrimination. Harassment or unlawful discrimination is prohibited by the Company policy. Such 
conduct by or towards an employee, contract worker, customer, vendor, or anyone else who does 
business with the Company will not be tolerated. 


Names/ Pronouns 


Employees have the right to be addressed by the name and pronoun that corresponds to the 
employee's gender identity, upon request. A court-ordered name or gender change is not required. The 
intentional or persistent refusal to respect an employee's gender identity can constitute harassment and 
is in violation of this policy. 


Sexual and Other Unlawful Harassment 


The Company is committed to providing a work environment free of harassment in any form, including 
inappropriate and disrespectful behavior, intimidation, and other unwelcome conduct directed at an 
individual because of their inclusion in a protected class. Sometimes language or actions that were not 
expected to be offensive or unwelcome actually are, so employees should err on the side of being more 
sensitive to the feelings of their co-workers. 


Prohibited harassment or discrimination includes any verbal, physical or visual conduct based on sex, 
race, age, national origin, disability or any other legally protected basis if: 


a. submission to such conduct is made either explicitly or implicitly a term or condition of an 
individuals employment or engagement; 

b. submission to or rejection of such conduct by an individual is used as a basis for decisions 
concerning that individual's employment or engagement; or 

c. itcreates a hostile or offensive work environment.; 
Submission to such conduct is made either explicitly or implicitly a term or condition of 
employee benefits; 

e. Retaliation or threats of retaliation for refusing advances or requests for favors. 


Open Door Policy 
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Employees or contract workers who feel that they have been harassed or discriminated against, or who 
witness harassment or discrimination, should immediately report such conduct to their supervisor or 
any other member of management. 


Do not allow an inappropriate situation to continue by not reporting it, regardless of who is creating the 
situation. In response to every complaint, the Company will conduct an investigation which may involve 
interviewing witnesses if warranted and, if improper conduct is found, take appropriate corrective 
action. 


Every manager’s door is open to every employee. An employee may take questions, comments, 
suggestions, or report an issue to leadership through the following chain of command: 


1. The employee should submit their question, comment, suggestion, or complaint orally or in 
writing to a supervisor or manager within three working days of any incidents, or as soon as 
possible. Generally, a meeting will be held within three business days of the employee's request, 
depending upon scheduling availability. Attempts will be made to resolve the issue during the 
meeting. A written summary of the meeting will be given to all employees involved, within three 
business days. Resolution may take longer if further investigation is required. If the employee is 
not satisfied with the resolution or does not feel comfortable speaking with on-property 
leadership, they may proceed to step 2. 

2. The employee may submit an oral or written request for review of the complaint and step 1 
resolution to Sharjeel Hassan, Wanda Franklin, or Kelsey Houser with Corporate or a designated 
investigator. This request should be made within three working days following the receipt of the 
step 1 resolution. The investigator will review the complaint and resolution and may call an 
additional meeting to explore the problem. A final decision will be made within 10 business 
days. A written summary of the resolution will be provided to the employee who filed the 
complaint. If the employee is not satisfied with the resolution or does not feel comfortable 
speaking with on-property leadership, they may proceed to step 3. 

3. The employee may submit an oral or written request for review of the complaint and step 2 
resolution to Kelsey Houser with Human Resources or a designated investigator. This request 
should be made within three working days following the receipt of the step 2 resolution. The 
investigator will review the complaint and resolution and may call an additional meeting to 
explore the problem. A final decision will be made within 10 business days. A written summary 
of the resolution will be provided to the employee who filed the complaint. 


Retaliation 


The Company will not retaliate through firing or any other adverse action against an employee for 
engaging in a protected activity, including reporting harassment or workplace violence. 


Attendance 
Due to changing demands in business, all schedules are subject to change. 


Punctuality and regular attendance are essential to the successful operation of the Company's business. 
If an employee is unable to report to work (or to report to work on time) for any reason, it is the 
employee's responsibility to notify their manager at least 3 hours before the scheduled start of their 
shift. Leaving a voicemail or message is not acceptable. If the employee is unable to get ahold of their 
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manager after several reasonable attempts, they must contact Sharjeel Hassan and Wanda Franklin. It is 
courteous to tell management as far in advance as possible. 


If an employee desires to leave work for any reason during the workday, the employee must obtain the 
approval of his or her supervisor prior to leaving. 


Excessive absenteeism or tardiness may subject the employee to disciplinary action, up to and including 
termination. Excessive absenteeism or tardiness is defined by 3 occurrences of absenteeism or 6 
occurrences of tardies in a rolling six-month period. A tardy is defined as arriving to work 7 minutes or 
more after the scheduled start of a shift. Employees who no-call, no-show for 3 consecutive shifts are 
considered to have resigned. 


Requests Off 


During high-demand times, requests for time off may not be approved due to changing business 
demands. All time off must be approved in advance, no time off is guaranteed until approved. 


Requests for time off should be submitted via email to your manager at least two weeks in advance or 
as soon as possible. The email must include the following information: 


e Dates of requested days off 
e Ifthe employee would like Paid Time Off (PTO) or if it is unpaid 


Giving Notice 


If an employee decides to terminate his or her employment with the Company, they should give at least 
2 weeks' notice. Any employee who does not provide full notice is not eligible for rehire and forfeits any 
eligible PTO payout. 


Rehiring 


Any employee who left the Company and re-applies must be included in the selection process, so long as 
they are eligible for consideration; e.g. their past performance was satisfactory, their reference checks 
are satisfactory, and they provided appropriate notice upon their termination. 


Corrective Action 


A high level of job performance and professionalism is expected from each employee. If an employee's 
performance does not meet the standards established for the position, they violate company policies or 
procedures, or their behavior is otherwise unacceptable, corrective action may be taken. Corrective 
action may include, but is not limited to: verbal warning, written warning, performance improvement 
plans, paid or unpaid suspension, demotion, and termination. The type and order of corrective action 
will be at management's sole discretion. The Company is not required to take corrective action before 
termination. 


Discipline and Standards of Conduct 


Every organization must have certain standards of conduct to guide the behavior of employees. Keep in 
mind that these standards of conduct apply to all employees whenever they are on Company property 
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and/or conducting Company business. Although there is no possible way to identify every rule of 
conduct, the following is a basic list of inappropriate conduct. 


Failure to follow policies outlined in this handbook; 

Dishonesty; 

Falsification of Company records; 

Theft or unauthorized possession or use of any property that does not belong to employee; 
Entering Company premises without authorization; 

Unauthorized use of a Company vehicle for personal business; 

Accessing, without authorization, confidential information; 

Falsifying or changing any type of document or record without authorization; 

Willfully, negligently, or carelessly damaging, defacing, or mishandling property of the Company, 
a customer, or employee; 

j. Possession or control of illegal drugs, weapons, explosives, or other dangerous materials; 


770920509 


k. Taking or giving bribes of any nature; 

|. Fighting, engaging in threats of violence or violence, use of vulgar or abusive language, 
horseplay, practical jokes or other disorderly conduct that may endanger others or damage 
property; 

m. Creating a disturbance on Company premises; 

n. Any rude, discourteous, or unbusinesslike behavior, on or off Company premises, which is not 

protected by Section 7 or the National Labor Relations Ace and that adversely affects the 

Company services, operations property, reputation, or goodwill in the community, or interferes 

with work; 

Insubordination or failure to comply with the Company’s health, safety or other rules; 

Violating security, safety, or fire prevention regulations, or tampering with safety equipment; 

Unauthorized and/or excessive absenteeism or tardiness; 

Recording time for another employee or having time recorded by another employee; 

Sleeping during work; 

Lack of teamwork, poor communication, unsatisfactory performance, unprofessional conduct, 
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or conduct improper for the workplace; 

Harassment or discrimination; 

Ilegal gambling on Company premises; 

Unauthorized use or disclosure of the Company's confidential information; 

Soliciting, collecting money, vending, and posting or distributing bills or pamphlets on Company 
premises. 


x E < e 


Alcohol and Tobacco Sales 


The company follows all federal, state, and local laws pertaining to alcohol, tobacco, and other 
restricted sales. Any employee found having sold alcohol, tobacco, or other restricted items to an 
underage person will be terminated. 


Dress Code 


All employees are required to wear their correct uniform. A uniform may include a nametag, shirt, pants 
or skirt, belt, broach or scarf, cardigan, blazer, coat, or hat. If any of these items are part of a required 
uniform, they will be provided by management, at our expense. Employees may provide their own pants 
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or skirt, so long as they are the same color, style, and length of the given provided uniform and have 
management approval. 


Employees are responsible for their own undergarments and footwear. Appropriate undergarments 
must be worn and should not be visible. Footwear must be black, non-slip, closed toe, and cannot be 
slip-ons. 


For properties without a set uniform, their attire should be business casual. Shirts should be either a 
white button up, polo, or blouse. Slacks or knee length skirts should be black or gray. 


All uniforms and attire should be neat and clean. Clothing must be laundered on a regular basis and free 
from stains or other damage. 


If employment ends, all uniform items purchased by management must be returned within 7 days. 


All employees must follow personal hygiene standards including: regular bathing, free from body odor, 
free from excessive perfumes or fragrances, clean hands and fingernails. 


Employees must present a professional appearance at all times. Hair should be clean, neat, and business 
appropriate. Jewelry must be minimal and not distracting. Visible tattoos may not be offensive in any 
way. Makeup should be professional and not distracting. Facial hair must be well groomed and no longer 
than 2 inches. 


Employees not following the dress code, will not be permitted to work until dressed properly. 
Employees must be following the dress code before punching in; employees may not use the Company's 
time to change into uniforms. 


Cash Handling 


Any bank assigned to an employee must be counted in and out at the start and end of their shift. 
Balances must be verified by another employee, logged, and dropped in the safe at the end of the shift. 
Employees are responsible for the cash in their bank and may receive disciplinary action, up to and 
including termination, if cash errors exist. 


Safety 


The Company is committed to providing a safe workplace. Accordingly, the Company emphasizes “safety 
first”. It is the employee’s responsibility to take steps to promote safety in the workplace and work in a 
safe manner. Employees are prohibited from performing work or duties deemed unsafe. Compliance 
with all applicable Occupational Safety and Health Administration (OSHA) regulations is required by all 
employees. By remaining safety conscious, employees can protect themselves and their coworkers. 
Employees are expected to promptly report all unsafe working conditions, accidents and injuries, 
regardless of how minor so that any potential hazards can be corrected. To maintain a safe and healthy 
work environment, the Company will: 


a. Provide employees with all necessary physical or mechanical safeguards to prevent or eliminate 
hazardous conditions. 

b. Adequately equip employees to perform their jobs safely when hazards cannot be eliminated or 
prevented. 

c. Monitor all compliance changes pertaining to safety regulations and hazard mitigation. 
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d. Investigate all accidents, injuries and incidents in a timely manner and maintain a disciplinary 
system for enforcing safety requirements. 


If an employee is injured or witnesses an injury at work, they must report it immediately to the nearest 
available manager. Employees should render any assistance requested by that manager. When any 
accident, injury, or illness occurs while an employee is at work, regardless of the nature or severity, the 
employee must complete an injury reporting form and return it to human resources as soon as possible. 
Reporting should not be allowed to delay necessary medical attention. Once the accident is reported, 
follow-up will be handled by Human Resources, including a determination as to whether the injured 
employee may return to work. 


Substance and Abuse 


The Company is committed to providing its employees with a safe and productive work environment. 
Consequently, no employee may consume or possess alcohol while on the Company's premises or while 
using the Company vehicles or equipment, or at any location during work time. 


If illegal substances are discovered on the Company’s property, they must be immediately turned over 
to a manager for destruction or submittal to local police. Any alcohol left on property at the end of the 
day must be disposed. Goods or consumables left by customers that contain THC, marijuana, or alcohol 
must be turned over to a manager for destruction. For liability reasons, they may not be taken home by 
any employees. 


No employee may report to work with illegal drugs, alcohol, or marijuana in their system. “Illegal drug” 
means any drug that is not legally obtainable or that is legally obtainable but has not been legally 
obtained. It includes prescription drugs not being used for prescribed purposes or by the person to 
whom it is prescribed or in prescribed amounts. 


The Company reserves the right to test any employee for the use of illegal drugs, marijuana, or alcohol, 
in accordance with applicable law. Drug or alcohol tests may also be conducted after an accident or 
when behavior or impairment on the job creates reasonable suspicion of use. Under those 
circumstances, the employee may be driven to a certified lab for testing at the Company's expense. 
Refusal to be tested for drugs or alcohol will be treated the same as a positive test result. 


Workplace Searches 


All offices, desks, file drawers, cabinets, lockers, Company vehicles, and other Company equipment 
(including but not limited to computers, e-mail and voicemail) and facilities or any area on Company 
premises are the property of the Company, and are intended for business use. Employees should have 
no expectation of privacy with respect to Company property and/or items stored on Company premises. 
Inspection may be conducted at any time, without notice, at the discretion of the Company. 


In addition, when the Company deems appropriate, employees may be required to submit to searches 
of their personal vehicles, parcels, purses, handbags, backpacks, briefcases, lunch boxes or any other 
possessions or articles brought on to the Company’s premises. 


Internet, Email and Computer Use Policy 
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Electronic communications, including all software, databases, hardware, and digital files, remain the sole 
property of the Company and are to be used only for Company business and not for personal use. 


The following rules apply to all forms of electronic communications and media that are: (1) accessed on 
or from Company premises; (2) accessed using the Company computer or telecommunications 
equipment, or via Company-paid access methods; and/or (3) used in a manner which identifies the 
Company. The following list is not exhaustive and the Company may implement additional rules from 
time to time. 


a. Electronic communication and media may not be used in any manner that would be 
discriminatory, harassing, or obscene, or for any other purpose that is illegal. Employees may 
not install personal software on Company computer systems. 

b. For work purposes, only emails associated with @coloradohospitality.com are permitted. All 
other accounts, such as gmail and yahoo, must be deactivated. 

c. Employee's own electronic media may only be used during breaks. All other company policies, 
including the Company's no tolerance for discrimination, harassment, or retaliation in the 
workplace apply. 

d. All electronic information created by any employee on Company premises or transmitted to 
Company property is the property of the Company. You should not assume that any electronic 
communications are private or confidential and should transmit personal information in other 
ways. Personal passwords may be used for purposes of security, but the use of a personal 
password does not affect the Company's ownership of the electronic information. The Company 
will override all personal passwords if necessary for any reason. 

e. Employees are not permitted to access the electronic communications of other employees or 
third parties unless directly told to do so by Company management. No employee may install or 
use anonymous e-mail transmission programs or encryption of e-mail communications. 

f. Access to the Internet, websites, and other types of Company-paid computer access are to be 
used for Company-related business only. 


Social Media Policy 


For the purposes of this section, social media and networking refers to the use of web-based and mobile 
applications for social interaction and the exchange of user-generated content. 


Employees are expected to conduct themselves in a professional manner and to respect the views and 
opinions of others. Behavior and contact that may be deemed disrespectful, dishonest, offensive, 
harassing or damaging to the Company's interests or reputation are not permitted. The use of social 
media channels on company time for personal purposes is not allowed. 


Employees must not disclose private or confidential information about the Company, its employees, 
clients, suppliers or customers on social networks. No third-party content should be published without 
prior permission from the owner. 


Cell Phone Policy 


Using cell phones for personal reasons at work is discouraged because it can interfere with work and be 
disruptive to others. When cell phone use, of any kind, interferes with satisfactory performance of an 
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employee's duties or disturbs others, the privilege of using a personal cell phone at work may be taken 
away. 


When cell phones are used for Company business, employees must comply with all Company policies 
governing conduct, including our policies prohibiting discrimination, harassment, and violence in the 
workplace. When using the cell phone in a public place, please remember to maintain the confidentiality 
of any private or confidential business information. 


While clocked in, employees are prohibited from wearing headphones or AirPods. These accessories can 
be distracting and may convey disinterest to customers. 


Weapons 


For insurance and safety purposes, all weapons are prohibited on company property, even to those with 
concealed carry permits. Anyone found bringing a weapon onto company property will be subject to 
disciplinary action upto and including termination. 


Parking 


Parking on the Company's property is done at the employee's own risk. Employees may not park in 
areas reserved for customers. If a specific area of the parking lot is designated for employees, all 
employees must park in the assigned area. Exceptions may be granted by general managers. 


Power Tools 


Only trained maintenance crew members may use power tools. All power tools should be company- 
owned, personal power tools are not permitted. 


Credit Cards 


Company-issued credit cards are to be used for purchases on behalf of the Company and for approved 
travel expenses only. At no time may an employee use a Company credit card for purchases intended for 
personal use. Credit card expenses require the same completed expense report reimbursement 
documentation. 


Travel Expenses 


Flights should be purchased on a company credit card, not a personal card, unless authorized by the 
corporate office. 


Ubers and Lyfts must be approved in advance. The cheapest option should be selected; the Company is 
not responsible for upgraded ride types. Tips will be covered up to 15%. 


For times when an employee has to drive their own vehicle more than 50 miles, one way, away from 
their property for company business, they can submit a mileage report for reimbursement. A mileage 
report must include the date and city started in, the date and city ending in, and the number of miles 
between the two cities. The Company will calculate owed expenses based on mileage and average gas 
prices during the car trip. Employees may not submit gas receipts for personal vehicles. 


19 


For times when an employee has to drive a Company vehicle, they may be required to purchase gas for 
the vehicle. A regular expense report with receipt can be completed for reimbursement. Expense 
reports without a receipt will not be honored. 


Food expenses will be reimbursed up to $50.00 per day, including tip, for employees spending the night 
out oftown. Employees not spending the night out of town, are not eligible for food expense 
reimbursement. The Company will not reimburse any alcohol expenses. An expense report and receipts 
must be submitted to be eligible for reimbursement. Employees traveling overnight may have 
complimentary meals from the property's food outlets. Complimentary meals are only for employees 
traveling overnight. 


Expense Reports 


Requests for reimbursement of business expenses must be submitted with a completed expense report 
template. In order to comply with IRS regulations, all business expenses must be supported with 
adequate records; employees are responsible for keeping these records as expenses are incurred. These 
records must include: 


amount of the expenditure; 
time and place of expenditure; 
copy of receipt; 

and business purpose 


2o To 


Requests for reimbursement lacking this information will not be processed. Expense reports must be 
submitted within 30 days of charges. Reimbursement checks will be sent out within one week of 
approval. 


Statements to the Media 


Under no circumstances should an employee respond to the media. Requests from the media will be 
directed to the general manager, who should then the corporate office. The corporate office may direct 
the general manager on what to say or provide a written statement. 


Training and Onboarding 
Responsibilities 


General managers and trainers are responsible for executing and tracking employees” learning and 
development plans and ensuring that the appropriate resources are allocated. Managers at every level 
are responsible for creating an environment where training, development, and learning are recognized 
as an important part of the employment contract. 


It is the responsibility of each employee to ensure that they have received adequate training and 
performance support in order to contribute to their full capacity in their current job. If an employee 
feels they are underprepared for their job, they should notify their trainer and manager immediately for 
additional support. 


Training Delivery 
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Upon being hired and completing their onboarding paperwork, employees will be introduced to their 
department, colleagues, trainer, and managers, and given a tour of the property. Their formal training 
will begin with online learning through their brands website. Once the employee's online learning is 
complete, they will then be paired with a trainer. The employee will first observe the trainer and ask 
questions. To demonstrate comprehension, the employee will then perform their job and the trainer will 
observe and provide feedback. Depending on the job duties, training may take anywhere from one day 
to several weeks. 


Employee Benefits and Services 
General 


Aside from those benefits required by the state and federal regulations, Colorado Hospitality also offers 
additional benefits for its full-time employees. From time to time, benefits may be added or deleted 
from the benefits package. The Company reserves the right to make such changes. 


This Handbook does not contain the complete terms and/or conditions of any of the Company's current 
benefit plans. It is intended only to provide general explanations. For information regarding employee 
benefits and services, employees should contact their general manager or Employee Navigator. 


Group Health, Dental, and Vision Insurance 


Colorado Hospitality offers a group health plan, dental plan, and vision plan for full-time employees. 
New qualifying employees will be eligible for coverage the first of the month following 60 days. The 
coverage window will be open for 14 days. Upon closing, the coverage window cannot be opened again 
until open enrollment. 


Open enrollment for all insurance plans is in January. 
For more information, refer to the Employee Navigator website or Human Resources. 
401(k) Plan 


Colorado Hospitality offers a 401(k) Plan that can be conveniently deducted from the employee's 
payroll. This plan is designed to supplement the retirement benefits of employees and provide a long- 
term savings vehicle. The company will match a 401k contribution, up to four percent of the employee’s 
paycheck. The 401k plan is available to all full-time employees who are 18 years or older, completed 60 
days of service, and completed at least 1 hour(s) of service. You may enroll by using the online 
enrollment option available at empowermyretirement.com. 


COBRA 


Under the provisions of the Consolidation Omnibus Budget Reconciliation Act (COBRA) of 1986, if you 
are covered under the Company's group health insurance plans(s) you are entitled to continue your 
coverage in the event that your employment with the Company ends. For additional information, 
contact Human Resources. 


Workers” Compensation 


All states have Workers” Compensation laws whose purpose is to promote the general welfare of people 
by providing compensation for accidental injuries or death suffered in the course of employment. These 
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laws are designed to provide protection to workers suffering occupational disabilities through accidents 
arising out of, and in the course of employment. Colorado Hospitality carries Workers? Compensation 
Insurance for all employees and pays the entire cost of the insurance program. For additional 
information, contact Human Resources. 


Social Security Benefits (FICA) 


During your employment, you and the Company both contribute funds to the Federal government to 
support the Social Security Program. This program is intended to provide you with retirement benefit 
payments and medical coverage once you reach retirement age. 


Unemployment Insurance 


The company pays a state and federal tax to provide employees with unemployment insurance coverage 
in the event they become unemployed through no fault of their own or due to circumstances described 
by law. This insurance is administered by applicable state agencies, who determine eligibility for 
benefits, the amount of benefits (if any), and the duration of benefits. 


Employee Purchases 


Employees may purchase items from on-site gift shops, markets, stores, or restaurants and kitchens 
open during their shift, for a 50% discount. All transactions must be wrung up in the system and paid for 
immediately. 


Under no circumstances may alcohol be purchased by an employee, regardless of whether they are on 
or off the clock. 


Evaluations, Raises and Pay Adjustments 
Evaluations 


Evaluations happen roughly around the same time each year and are kept in the employee's personnel 
file. Evaluations may be written and delivered by an employee's direct supervisor, manager, general 
manager, or a combination thereof. The employee may ask for their responses to be notated in the 
evaluation. 


Depending on performance, there may also be a corrective action plan included in the evaluation. 
Employees are required to sign their evaluation sheets. An employee”s signature does not necessarily 
indicate that they agree with all the comments, but that they have been given the opportunity to 
examine the evaluation and discuss it with their manager. Employees may request a copy of their 
evaluations. 


Raises and Pay Adjustments 


If an employee is being offered a “yearly” raise, it will be presented to them during their evaluation. 
Yearly raises are based on performance, market factors, and profitability of the Company, and are not 
guaranteed. Employees will not be discriminated against for any reason when deciding raises. 
Employees who have been with the company for less than 8 months are not eligible for a yearly raise. 
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Employee pay rates may also be adjusted downward. Pay rate decreases may take place when there is 
job restructuring, job duty changes, job transfers, or adverse business and economic conditions. 
Demotion is a reduction in responsibility, usually accompanied by a reduction in pay rate. 


All raises have to be submitted in advance and approved by the corporate office. Under special 
circumstances, it is possible for an employee to receive a raise outside of the yearly evaluation. Other 
raises generally occur after a promotion or when an employee’s job description drastically changes. As a 
member of the Colorado Hospitality team, employees understand their job duties may vary and they 
may be asked to take on additional tasks to benefit the Company. If an employee has questions about 
their job duties, it is the employee’s responsibility to ask their manager. Small changes like these do not 
necessitate a pay raise. 


Employee Leaves of Absence and Time Off 
General 


While regular attendance is crucial to maintain business operations, the Company recognizes that, for a 
variety of reasons, employees may need time off from work. For all planned leaves, employees must 
submit a request at least 14 days in advance; in case of emergencies, employees should submit the 
request as soon as they become aware of the need for leave. All leaves must have the approval of 
Company management. If, during a leave, an employee accepts another job, engages in other 
employment or consulting outside of the Company, or applies for unemployment insurance benefits, the 
employee may be considered to have voluntarily resigned from employment with the Company. 


The Company reserves the right to approve or deny requests for leave in its sole discretion, unless 
otherwise required by law. For disability-related leave requests, the Company will engage in an 
interactive process with the employee to determine if a leave is the most appropriate accommodation. 
The employee must provide a certificate from his or her health care provider to the Company to support 
a leave for medical reasons. 


While the Company will make a reasonable effort to return the employee to his or her former position 
or a comparable position following an approved leave of absence, there is no guarantee that the 
employee will be reinstated to his or her position, or any position, except as required by law. 


Sick Leave 


Employees calling in sick, must do so at least 3 hours before the start of their shift. Any employee calling 
off sick less than 3 hours before the start of their shift is subject to discipline. If an employee calls off 4 
shifts in a row, they must submit a letter from a health care provider for documentation. The letter must 
be provided upon returning to work. 


Using Leave and Documentation 


Employees do not need to use leave in one block. When it is medically necessary or the Company 
otherwise approves, employees may take leave intermittently or on a reduced schedule. Employees on 
FMLA leave may be required to report periodically to the Company regarding their status and intent to 
return to work. An employee who fails to return to work at the expiration of leave without an approved 


23 


extension will be considered to have resigned. For questions or additional information, see Human 
Resources. 


The Company requires a letter from a health care provider, supporting the employees need for leave. 
Employees will have 15 days to provide documentation from a health care provider for leave. 


FAMLI+ for Colorado Company Employees 


Beginning January 1, 2024, an employee can request to apply for paid family and medical leave, and 
receive family and medical leave insurance benefits while taking leave. To request FAMIL+ leave, please 
contact the Department of Labor and Employment or Kelsey Houser. 


Employees working for a Colorado based company will be eligible for such leave and benefits if they 
have earned at least $2500 at their job, and leave for (1) birth of child, (2) a serious health condition, (3) 
care for a family member with a serious health condition, or (4) safe leave due to domestic violence. 
Benefits are not payable until the employee accumulates at least eight ours of Family and Medical Leave 
Insurance benefits. 


Bereavement Leave 


The Company recognizes difficult times that can occur in an employee's life due to a death in the family. 
Bereavement leave is available to full-time nonexempt employees who have been with the Company for 
at least 1 year. This benefit applies to the death of a spouse, parent, child, sibling, mother-in-law, father- 
in-law, sibling-in-law, grandchild, grandparent, or common-law spouse. 


Unpaid bereavement leave may be taken for up to 3 days. A copy of a death certificate or obituary may 
be requested. 


Pregnancy-Disability Leave 


Employees who are disabled on account of pregnancy, childbirth, or a related medical condition may 
request an unpaid leave of absence. Such leave will be granted for the period of disability, up to a 
maximum of four months. 


Employees who wish to take a pregnancy disability leave must notify Human Resources of the date the 
leave is expected to commence and the estimate duration of the leave. Notice should be given as 
indicated above. The employee must also provide a medical certification of disability to the Company. 
Failure to provide the required medical certification to the Company in a timely manner will result in 
delay or denial of leave. Before returning to work, the employee must provide a medical certification 
that she is able to resume her original job duties. 


Employees who return to work immediately following the expiration of an approved pregnancy disability 
leave will generally be reemployed in their former position or a comparable job, as required by law. 


Medical Certification: When leave is requested for medical reasons, the employee must submit a 
medical certification from the health care provider that establishes the employee is eligible for family 
and medical leave. The certification must be provided as soon as is reasonably practical, and not later 
than the date leave begins. When the leave is requested because of the employee's own serious health 
condition, the certification must include: (1) the date the serious health condition commenced, (2) the 
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probable duration of the serious health condition, and (3) a statement that, because of the serious 
health condition, the employee is unable to work or needs medical treatment. 


Before returning to work at the conclusion of a leave due to the employee's own serious health 
condition, the employee is required to provide a certification from his or her health care provider regard 
the employee's fitness duty. 


Family and medical leave may be taken for up to 12 workweeks during the designated 12-month period. 
Leave for the purposes described in (e), above, may be taken for up to 26 workweeks in a single 12- 
month period. 


If the employee does not return to work on the first workday following the expiration of an approved 
family and medical leave, the employee will be deemed to have resigned from his or her employment. 
Upon returning from such leave the employee will normally be reinstated to his or her original or an 
equivalent position and will receive pay and benefits equivalent to those the employee received prior to 
the leave, as required by law. 


State Family and Medical Leave 


An employee of a company with more than 50 employees may qualify for up to 3 days” leave in any 12- 
month period to seek a restraining order, obtain medical care or counseling, relocate, or seek legal 
assistance for victims of domestic violence, sexual assault, or stalking. 


Workers’ Compensation Leave 


Any employee who is unable to work due to a work related injury or illness and who is eligible for 
Workers’ Compensation benefits will be provided an unpaid leave for the period required. The first 12 
weeks will be treated concurrently as a family and medical leave under the federal Family Medical Leave 
Act for employees eligible for FMLA leave. 


Jury Duty 
U.S. citizens have a civic obligation to provide jury duty service when called. 


By state law, all employees (including part-time and temporary employees who were scheduled to work 
for the three months preceding jury service) are entitled to regular wages of up to $50 per day for the 
first three days of jury duty. Wages will be paid within thirty days of jury service. No demands may be 
made on the employee which interfere with effective performance of jury duty. 


The employee must bring in the jury duty notice as soon as it is received so that appropriate 
arrangements can be made to cover his or her duties. Employees are required to call in or report for 
work on those days or parts of days when their presence in court is not required. 


Voting Time 


Employees who are registered voters and who lack three nonwork hours when polls are open to vote in 
any local, state, and national election may take up to two hours off work with pay at the beginning or 
end of their shift if the employee requests, or at the time decided by the employer, for this purpose. 
Employees must request leave prior to election day. 


Military Leave 
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Military leaves are available to eligible employees who enter the Uniformed Services of the United 
States, including the National Guard and the Commissioned Corps of the Public Health Service, or the 
state miliary forces, or the reserve components of the same, to participate in active or inactive duty or 
training. Time off is also permitted for an examination to determine one's fitness for duty in any of the 
federal military forces. Such leave will be granted in accordance with the Colorado state and federal 
laws, provided all legal requirements are satisfied and the employee returns to work or applies for 
reemployment within the time prescribed by law. The employee must provide advanced notice of the 
need for leave whenever possible. The employee should give the employee’s supervisor as much 
advanced notice as possible to allow the Company to make arrangements to cover his or her position. 


Employees on federal military leave may be entitled to continue health insurance benefits, at the 
employee's expense, for up to twenty-four months from the date of military departure 


Military Family Leave 


Employees with a spouse or registered domestic partner serving in the United States Armed Forces, 
National Guard or Reserves, may take up to ten days of unpaid leave when their spouse or domestic 
partner is on a leave from deployment during a military conflict. In order to be eligible for this leave, the 
employee must work an average of at least 20 hours per week and have a spouse or domestic partner 
who is either (1) a member of the United States Armed Forces deployed during a military conflict to a 
designated combat theatre or combat zone; or (2) a member of the Nation Guard who has been 
deployed during a period of military conflict; or (3) a member of the Military Reserves who has been 
deployed during a period of military conflict. Eligible employees are required to notify the Company of 
their intention to take such leave within 2 days of receiving official notice that the spouse or domestic 
partner will be on a qualified leave and provide documentation certifying that the spouse or domestic 
partner will be on leave from deployment during the time the leave is requested. 
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At-Will Employment Agreement and 


Acknowledgement of Receipt of Employee Handbook 


Employee: 


| acknowledge that | have been provided with a copy of the Colorado Hospitality (the “Company”) 
Employee Handbook, which contains important information on the Company’s policies, procedures and 
benefits, including the polices on Anti-Harassment/Discrimination, Substance Use and Abuse and 
Confidentiality. | understand that | am responsible for familiarizing myself with the policies in this 
handbook and agree to comply with all rules applicable to me. 


| understand and agree that the policies described in this handbook are intended as a guide only and do 
not constitute a contract of employment. | specifically understand and agree that the employment 
relationship between the Company and me is at-will and can be terminated by the Company or me at 
any time, with or without cause or notice. Furthermore, the Company has the right to modify or alter my 
position, or impose any form of discipline it deems appropriate at any time. Nothing in this handbook is 
intended to modify the Company's policy of at-will employment. The at-will employment relationship 
may not be modified except by a specific written agreement signed by me and an authorized 
representative of the Company. This is the entire agreement between the Company and me regarding 
this subject. All prior or contemporaneous inconsistent agreements are superseded. 


| understand that the Company reserves the right to make changes to its policies, procedures or benefits 
at any time at its discretion. However, the at-will employment agreement can be modified only in the 
manner specified above. | further understand that the Company reserves the right to interpret its 
policies or to vary its procedures as it deems necessary or appropriate. 


| have received the Company Employee Handbook. | have read (or will read) and agree to abide by the 
policies and procedure contained in the Handbook. General Managers and Area Managers have also 
been provided with and have read Addendum A. General Managers and Area Managers agree to abide 
by the policies and procedures contained in Addendum A as well. 


Employee Signature: Date: 


Printed Name: 
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Cash Handling Agreement 


Employee: 


As an employee, | understand that any bank assigned to me must be counted at the start and end of my 
shift. | must verify the balance of my bank with another employee, log it and drop it in the safe at the 
end of my shift. I am solely responsible for the cash in my bank, and any cash errors may lead to 
disciplinary action, which could even result in termination. 


In case there is a difference of more than $20 cash missing from the shift report, | may receive a write- 
up, and if the difference exceeds $100, it may result in termination. 


All cash transactions will be wrung up immediately and cashed filed correctly in the cash drawer. 


At no time may cash be removed for personal use, even when there is intent to replace it. 


Employee Signature: Date: 


Printed Name: 
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